Merging records in contactLINK
The merging process is a 3-stage process:

· Merge two organisations

· Merge two duplicated individuals’ records 

· Merge two duplicated workers records

Merge two organisations

Find 2 records that you want to merge together in the contacts/ organisation section of the database. (You can only merge 2 records at a time). Check that they are exactly the same- address, phone number etc- and not different teams/ projects/ offices within an organisation.

· Click ‘Tools’ → ‘Merge two contacts’

A new box will appear that says ‘Merging two records’
· Click on one of the records that you want to merge on the screen behind the new box and it will appear in the top row. Click ‘Fix’.

· Repeat for the second record you want to merge.

· Click ‘Merge the two duplicates’ tab at the bottom of the box.

You will then get a large table appear on your screen with 3 columns- the first 2 columns show details from the records you are merging and the final column shows the main contact information that will appear in the new merged record. 

NB: When a field is highlighted yellow this is showing that the database has automatically selected that information to appear as the main contact detail in the new merged record. You can select what you want to appear in the main contact information on the new record by double clicking the information on one of the merging records. 
Once the merged record column looks how you want it to, click ‘Merge these two records’ tab at the bottom of the table. 

Check the new record for duplications- workers, address and phone numbers. You can delete duplicated contact details by clicking the dustbin icon on the left hand side of a row. 

Look under ‘Categories/ Mailing’ tab and delete any duplicated categories.

Merge 2 duplicated individuals’ records 

If you have duplicated workers in an organisation click on the arrow icon next to the name after one of the duplicated entries. This will take you to that person’s individual record. Go into the ‘full list view’ and repeat the merging process for the duplicated individuals.
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Merge 2 duplicated workers records

Once the individuals records have been merged, go back into the organisation record and merge the duplicated workers’ entries by going into ‘Tools’ → ‘Merge two workers in an organisation’.

NB: in order to merge 2 workers in an organisation, you must be in an organisation’s record, under the ‘Workers’ tab. 
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You’re finished!
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